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Process Flow 

 

1) There are three roles – District, Area (read only) and HQ. 
2) Request access through eAccess. 
3) Log in to FDB. Access will be based on user role. 
4) First time log in requires completion of Contact Information. 
5) There are two options –  

• Create an Emergency Suspension  

� District role - Create an Emergency Suspension 
� District role - Fill out forms for the suspension 
� District role - Attach documents if needed PLEASE NOTE: All forms can be edited by clicking on the word icon. 

Changes made should be saved locally, renamed ex.’ Es-Hq revised’ and then can be uploaded via the 

Attachment functionality 
� District role  - Notify HQ 
� Area – Read all forms in jurisdiction. No write access. 
� HQ – Log the suspension, review/edit all forms. 

• Create a Discontinuation and complete proposal. 

� District role – Create a Discontinuation. 
� District role – Complete all the forms from the various stages. 
� District role – Save all forms as word documents, edit, make changes, upload as attachment PLEASE NOTE: All 

forms can be edited by clicking on the word icon. Changes made should be saved locally, renamed ex.’ 4920 

revised’ and then can be uploaded via the Attachment functionality 
� District role – Select coversheet for the proposal 
� District role – Select the paragraphs based on sections for the proposal. 
� HQ – Review/Edit all the forms 
� HQ – Review/Edit the Proposal 
� Area role – Read all discontinuation forms and proposal in jurisdiction. 

6) All – run report based on jurisdiction. 
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7) Function/Role Summary 
 

 

  ROLES  

FUNCTIONS District Area HQ  

Access Read/Write Read Only Read/Write  

Create Contacts Read/Write Read/Write Read/Write  

Create Emergency 
Suspensions 

Read/Write Read Only Read/Write  

Fill ES Forms Read/Write Read Only Read/Write  

Review Forms in Word Read/Write Read Only Read/Write  

Add Attachments Read/Write Read Only Read/Write  

View Fact Sheet Read Only Read Only Read Only  

Delete Record Read/Write NA Read/Write  

HQ Functions NA NA Read/Write  

Create Discontinuation Read/Write Read Only Read/Write  

Fill DC Forms Read/Write Read Only Read/Write  

Review Forms Read/Write Read Only Read/Write  

Review Forms in Word Read/Write Read Only Read/Write  

Add Attachments Read/Write Read Only Read/Write  

View Fact Sheet Read Only Read Only Read Only  

Delete Record Read/Write NA Read/Write  

HQ Functions NA NA Read/Write  

Select Cover Sheet for 
Proposal 

Read/Write Read Only Read/Write  

Create Proposal Letter Read/Write Read Only Read/Write  

Reports Read Only Read Only Read Only  
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 Screen Shot Description 

1 Access  
 

1.1 

 

After logging in to 

eAccess, click on 

Application tab and type 

FDB 

1.2 

 

Select Facilities Database 

1.3 

 

Select scope – for district 

- select District, for Area 

select Area and for HQ 

select HQ. 
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 Screen Shot Description 

1.4 

 

Click on Select Values 

and select area for area 

role and for district role 

select area and then 

district. HQ has national 

access. 

1.5 

 

Select PODESS 

Coordinator 

District/Area/HQ. If user 

has access to other roles, 

add this new to list. 

1.6 

 

Click on Click Here to 

Make Selection for 

district from the area 

selected 
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 Screen Shot Description 

1.7 

 

Select a single district. 
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 Screen Shot Description 

1.8 

 

Type fdb.usps.gov in the 

address url. Select 

Facilities Database.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check the Application 

Access box. 
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 Screen Shot Description 

1.9 

 

Enter ace user name and 

password. 

1.1.10 

 

FDB main page should 

have this module 

enabled. 

1.11 

 

First time users will be 

prompted to complete 

Contact information.  
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 Screen Shot Description 

1.12 

 

The Contact type defaults 

to Preparer. Select type if 

needed. Save will bring 

user back to list of 

contacts. Click on 

Return. 

1.13 

 

Next screen should 

display the Station and 

Branch Suspension and 

Discontinuation button 

enabled. 



Station/Branch Optimization and Consolidation User Guide   

 

                                                                                                 9 

 

 Screen Shot Description 

2 DISTRICT – Emergency Suspension 
 

 

 

List displayed will have 

all active records – 

Emergency Suspension 

and Discontinuations in 

user’s jurisdiction. List 

will be empty if 

there are no active 

records. 

2.1 

 

User has several options 

2.2 

 

Create Emergency 

Suspension will allow 

user to search for unit to 

suspend by Facility zip, 

name or type. 
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 Screen Shot Description 

2.3 

 

If type = Branch selected, 

all branches in users’ 

jurisdiction will appear. 

Clicking on one will 

either start a new ES or 

will alert user that there 

is already a process in 

place. 
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 Screen Shot Description 

2.4 

 

ES main screen.  

Most data is pre 

populated from FDB. 

This screen displays 

facility information, 

record information and 

record actions. HQ 

portion is disabled. 

2.5 

 

User must complete the 

data entry fields – 

County and Date of 

suspension. Click on 

Save Changes. 
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 Screen Shot Description 

2.6 

 

User can start filling the 

forms. First form is ES 

HQ. This form has 

several mandatory fields.  

 

Save will enable the next 

form. 

2.7 

 

After the first form is 

complete, click on Save 

Changes. The user can 

notify HQ or complete 

the next form. – Notoff. 

This form is only enabled 

after completion of ES-

HQ. 

2.8 

 

When Notify HQ is 

clicked, the message of 

email notification 

appears. 

2.9 
 

Saves all changes 
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 Screen Shot Description 

2.10 

 

Notifies HQ 

2.11 

 

User can attach 

documents by clicking on 

Attachments button. 

Copies of forms, 

pictures, and other 

relative documentation 

can be attached. 

PLEASE NOTE: All 

forms can be edited by 

clicking on the word 

icon. Changes made 

should be saved locally, 

renamed ex. Es-Hq 

revised and then can be 

uploaded via the 

Attachment functionality 

2.12 
 

User can generate Fact 

Sheet. 

2.13 
 

Clicking on this will 

delete the record. 

2.14 
 

All forms, when 

submitted will have a 

Last Update date and will 

be able to be generated in 

Word. User will be able 
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 Screen Shot Description 

to save the form on 

desktop, modify and 

upload as an attachment. 

2.15 

 

If user has notified HQ 

and needs to fill out 

another form, click on 

the active record.  
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 Screen Shot Description 

2.16 

 

Fill the next form. This 

will capture the Last 

Update date. Third form 

is enabled. 
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 Screen Shot Description 

3 DISTRICT - Discontinuance 
 

3.1 

 

Click on Create 

Discontinuance. 

3.2 

 

User will be able to 

search by zip, name or 

type of facility. 

Select Facility Type = 

Station and click Search 
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 Screen Shot Description 

3.3 

 

List of Stations will 

appear on the screen. 

Select the facility that 

will be discontinued. 

3.4 

 

If there is an active 

discontinuation, user will 

get this message. 

Select another facility 
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 Screen Shot Description 

3.5 

 

The main discontinuation 

screen will appear. 

Complete the County and 

Date of Discontinuance 

and click Save Changes. 

User is now ready to fill 

the forms as per the 

stages. This screen has 

the forms for the Pre - 

Proposal/Investigation 

Stage 

3.6  Complete all the forms. 

Form 4920 is mandatory. 

Information from this 
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 Screen Shot Description 

form is used to pre 

populate other 

forms/letters/proposal. 

3.7 

 

After forms in first stage 

are completed, select 

next stage from the drop 

down. 

3.8  

 
 

 

Each form can be viewed 

in Word. If there is a 

need to edit pre 

populated data, the word 

document can be edited 

and saved locally with 

the name of the form ex. 

4920 Revised. This can 

be uploaded as an 

attachment by clicking 

on the attachment button. 

Click on Add New 

Document, find the saved 

version and upload. 

Other documents can 

also be loaded. 
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 Screen Shot Description 

3.9 

 

Forms of second stage – 

Community Input. 

Upon completion, select 

next stage. Some forms 

are for Information 

purposes only ex – 

services, welcome. 

Forms like the roster  

Need some data entry 

and then will have to be 

printed and names added 

manually. Form like 

questionnaires is to be 

printed as needed and 

sent out to customers. 

3.10 

 

Next stage is the 

Proposal – the index 

form will have some 

dates pre populated as the 

forms are submitted and 

there are others where 

users can enter the dates. 
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 Screen Shot Description 

3.11 

 

Next stage is the HQ 

Transmittal one. This 

stage has the forms to be 

completed when study is 

ready for HQ review. 

The last form is to be 

completed by HQ. 

3.12 

 

Next stage is Final 

Determination/Close Out 

All forms in this stage 

are to be completed by 

HQ. 

4 DISTRICT – Build Proposal Letter 
 

4.1 
 

After district has 

completed forms, on 

main page click on 

Create Field Proposal 

Letter. 

4.2 

 

Select the cover sheet 

code from the drop 

down. 

4.3 

 

Click on Save Letter Info 

and then click on View 

Letter. This is the first 

page of the proposal. 
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 Screen Shot Description 

4.4 

 

The action selected will 

appear. This is the cover 

sheet for the proposal. 

4.5 

 

Next to build the 

paragraphs based on the 

section – Each section 

has several paragraphs. 

User will pick the ones 

that pertain to the action 

of closure. All the form 

data will be pre 

populated in the 

paragraphs. 
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 Screen Shot Description 

4.5 

 

Each stage has paragraph 

options. Select the 

paragraph pertaining to 

the situation. After 

selecting paragraph, the 

ext screen will display 

the code and the 

paragraph selected. 
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 Screen Shot Description 

4.6 

 

The first version is the 

database version and 

second is editable. This 

enables users to make 

changes if there the 

standard language is not 

correct. Clicking on Save 

will save the paragraph in 

the section. To delete, 

reselecting the paragraph 

and Delete button will 

appear. Click and it will 

delete the paragraph. 

 

Save will save the 

proposal for this facility 

with all the changes 

made by the user. 

Return takes user back to 

previous screen. 
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 Screen Shot Description 

4.7 

 

Proposal. 

4.8 

 

After all paragraphs are 

selected from all the 

sections, proposal is 

ready for viewing. View 

letter will bring the 

whole proposal. To edit 

and format, add page 

numbers etc., save this as 

a word doc. not htm or 

html. Name the file, 

make changes and to 

upload, click on Return. 

4.9  This takes user back to 

main facility information 

screen. Click on 

Attachments and upload 

document as revised 

proposal. This modified 

version is a part of this 
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 Screen Shot Description 

record. 

5 Area 
 

5.1 

 

First time log in to 

PODESS will trigger the 

contact information 

screen. Complete details, 

save and user get the first 

screen with the Station 

Branch Suspension and 

Discontinuance enabled. 

5.2 

 

First screen will display 

all the active records in 

user’s area. User will 

also have ability to 

search for records by 

facility zip, name or 

status. User will also 

have ability to run 

reports. 
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 Screen Shot Description 

5.3 

 

Clicking on any record 

will take user to all the 

read only forms. Click on 

the word documents to 

see the forms. 

Attachments and Fact 

sheet can also be viewed. 

6 HQ 
All functionality as 

district plus enter HQ 

data. 

6.1 

 

HQ Actions 

6.2 

 

HQ Actions 



Station/Branch Optimization and Consolidation User Guide   

 

                                                                                                 28 

 

 Screen Shot Description 

7 Report 
From the main screen 

click on the Reports 

button. 

7.1 

 

Station Branch Closing 

Summary Report. – 

Selection screen 

7.2 

 

Report displays statistics 

based on which stage the 

discontinuance is. Report 

also displays percent 

complete. 

 


